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How to create a task breakdown 
The following task breakdown describes a 6-step procedure for creating a task breakdown. 
 

Step Description Explanation 

Step 1 Create 3-column table Open a new Microsoft Word document and create a 3-column table. 
For example: 

 

Step 2 Add table headings and 
adjust column width 

The following illustrates the recommended layout and format for the 
task breakdown. 

 

Note: Layout and format can be modified later, if required. 

Step 3 Enter step numbers Use the first column to enter step numbers. The numbers imply a 
logical sequence to followed, and repeatedly use the word 'step' 
because this reinforces that each row is a step to be performed. 

 

Note: Table rows can be added or removed later, as required. 

Step 4 Write brief description 
for each step 

Perform the task or observe someone performing the task. Write a 
brief description for each step. 

 

Continued next page 
  



How to create a task breakdown 

Copyright © On Target Work Skills  Version 1.0, 18 May 2021 
ontargetworkskills.com  Page 2 of 2 

Step Description Explanation 

Step 5 Write explanations Write a clear and concise explanation for each step. Use illustrations, 
diagrams, and photos to show examples. Do not decorate or use 
unnecessary visuals. 

 

Important note: Remember to highlight safety messages for the task or 
for a particular step. 

Step 6 Review and finalise 
task breakdown 

Ask someone to use your draft task breakdown to perform the task. 
Observe the person performing the task, checking the sequence of 
steps, and seek feedback about readability. 

Check your task breakdown for grammar and spelling. Add task title, 
version control, and page numbers before finalising the document. 

 

End of task breakdown for creating a task breakdown 


